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	         Employee Sponsorship Release & Transfer Policy IBU (JOR)
Owner/ Department: Human Resources



	Brief
	It is the policy of the company to organize and make the guidelines on the movements of those non-Jordanian staff to other company within the Jordan Labor Market.

	Purpose
	To maintain staff stability in the business and to control employees movements to competitors within the same industry and to cover the gap of non-availability of work permit. 

	Responsibilities
	This is the responsibility of all Heads of Department, Managers and Human Resources Department. 

	Definition
	Overseas Employees:

All employees that were employed from overseas on a permanent working permit under the name of SMSA.

Local Employees:
All Non-Jordanian employees that were living and working in Jordan at the time of their selection, and transferred their residency to SMSA (as per the Jordanian Labor Law).

	Guidelines
	Employees who were recruited overseas and will to resign with less than 5 years of continuous service including those local transfer employees who are willing to resign less than 2 years of continuous service will not be provided release letter or No Objection Certificate (NOC) from the company. 

Employees terminated through the company disciplinary procedure will not be provided release/transfer letter or NOC. 

Once an employee is eligible for the release or NOC, the employee will be subject to the following criteria: 

· Full notice period is worked as per the employment contract.

· Fill a Sponsorship Release Letter.
· Fill a Sponsorship Release/NOC Request. 

· Provide Signed Clearance Form & Complete an Exit Interview Form. 

· End of Service Benefits will not be released until the New Sponsorship has been processed. 

No outstanding amount related to the business. 

The cost of medical insurance till new transfer will be shouldered by employee.

	General
	Any exception to this policy must be approved by the Managing Director.
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